UNPAID CHECK FUND INSTRUCTIONS

How to file a claim

If you are an individual filing a claim:

e Complete the claimant portion of the claim form to the best of your knowledge. The claim form must
include each individual’s notarized signature for all claims in excess of $500.00 and Social Security
Number.

e A W-9 form must be completed for each claimant
If an individual is claiming property on behalf of an estate, that person must provide the Taxpayer
Identification Number of the estate or his or her Social Security Number, as well as the Social
Security Number of the deceased.

o If'the present address of the claimant(s) is different from the address on the initially issued check, the
claimant(s) must provide proof of the former address, as well as proof of the address change, or
verification why the initial address was incorrect. For example, an old utility bill, previous tax return,
photocopy of driver’s license with prior address, etc.

If you are an individual filing a claim on behalf of a corporation or business:

e Complete the claimant portion of the claim form to the best of your knowledge. The claim form must
include the Taxpayer Identification Number and a notarized signature for all claims in excess of
$500.00 and the title of the individual filing the claim on behalf of the company. If the Taxpayer
Identification Number has changed since the initial issue date of the check, please provide the old
Taxpayer Identification Number.

e A W-9 form must be completed on behalf of the business.

e If'the present address for the business is different from the address on the initially issued check, proof
of change of address must be submitted. For example, if a business has had a change of address,
notification of the change on the company letterhead would suffice.

o [f'the claim is submitted on behalf of an active business, the individual signing the claim form must
provide documentation verifying that he or she has the authority to submit the claim on behalf of the
business. For example, if an officer of the company signs the claim form, he or she must also submit
a copy of the most recent document filed with the Secretary of State or Securities and Exchange
Commission listing the officers of that business. If the claim form is signed by an individual who is
not an officer, a statement on the authorizing officer’s letterhead, signed by that officer, must be
provided along with a copy the most recent documents filed with the Secretary of State or Securities
and Exchange Commission listing- the officers of that business or an affidavit signed by an
appropriate officer of the business stating that the individual signing the claim form is authorized to
submit claim.

e Ifthe claim form is submitted on behalf of a corporation whose dissolution has been completed, the
individual signing the claim form must provide a copy of a Corporate Revival Certificate issued by
the Secretary of State, as well as a copy of the Articles of Incorporation and the most recent
amendment, if any, resulting in a change of officers.

e Ifthe claim form is submitted on behalf of any other type of inactive business, the individual signing
the claim form must provide verification that he or she is or was the principal owner of the business,
or other documentation evidencing his or her right to the property on behalf of the business. For
example, a certified copy of a court order stating that the individual signing the claim form is the
trustee or documentation verifying the merger or acquisition of the business and a purchase
agreement demonstrating the asset allocation, must be provided along with the documentation
required to show that the individual signing is an officer or has been authorized by an officer of the
company to submit a claim.



UNPAID CHECK FUND CLAIM FORM

Massachusetts Department Of Revenue DATE
Financial Services Bureau/Revenue Accounting Unit CLAIM FORM
ATT: Unpaid Check Fund

P.O. Box 9555

Boston, MA 02114-9555
TELEPHONE 617-626-2102

NAME/ADDRESS CORRECTION (if different from below)

To be completed by Claimant(s):

Claimant must sign below (if more than one person is listed as the payees both must sign). Signatures provided must
be notarized for all claims in excess of $500.00. Fraud or misrepresentation may result in criminal prosecution.

Under the pains and penalties of perjury, I (we) have not cashed/drawn this check or previously received a
replacement check or otherwise received any benefit therefrom.

Signature of Claimant Date Social Security or Federal Identification No.
(Substitute W-9)

Signature of Co-Claimant Date Daytime Telephone Number
Please Print Name (Claimant) Please Print Name (Co-Claimant)
Description of Property:
Check Number Issue Date Check Amount
Notarization
, SS. Date , 20
Then personally appeared to me known and made oath

that the information contained on the preceding claim form is true to the best of his/her/their knowledge and belief.

Before me, My commission expires
Notary Public

IMPORTANT: Make a copy of the claim form for your records and return the completed form along with all
necessary documentation, including the original check, if in your possession, marked void, to the DOR at above
address.
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Request for Taxpayer
Identification Number and Certification

Give form to the
requester. Do not
send to the IRS.

Marme (as shown an your incoms ta retum)

Businses nams, if different from above

Individual’

Check appropriate box: O Bole proprietor O comoration

O Partnership [] Other »

O Exempt from backup
withhalding

Addrese (number, strest, and apt. or suite no

Print or type

Requsatar's nams and addrses (opticnal)

City, atate, and ZIP cods

Liat account numbaris) here foptional)

See Specific Instructions on page 2.

Taxpayer ldentification Number (TIN)

Erter your TIM in the appropriate box. The TIMN provided rmust match the name given on Line 1 to avoid
backup withhalding. For individuals, this is your social security number (SSN). However, for a resident | |
alien, sole proprietor, or disregarded entity, s2e the Part | instructions on page 2. For other entities, it is
your employer identification number (EIN). If yvou do not have a number, see How to get a TIN on page 3. or

Mote. If the account is in more than one name, see the chart on page 4 for guidelings on whose

number to enter.

Social security numbsr

L I I

Employer identification mumber

S

LIl Certification

Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer id entification nurnber (or | am waiting for a number to be issued to me), and

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (B) | have not been notified by the Intemal
Rewvenue Servica (IRS) that | am subject to backup withholding as a result of a failure to report all interest or dividends, or (2) the IRS has

notified me that | am ne lenger subject to backup withholding, and

3. lama WS person (including a U.5. resident alien).

Cartification instructions. ¥ou must cross out item 2 above if you have been notified by the IRS that you are currently subject to backup
withholding because you have failed to regport all interest and dividends on your tax retum. For real estate transactions, tern 2 does not apply.
For mortgag e interest paid, acquisition or abandonment of secured property, cancellation of debt, contributions to an individual retiremant
arrangement (IRA), and generally, payments other than interest and dividends, you are not required to sign the Cerification, but you rmust

provide your correct TIN. (See the instructions on page 4.)

Sig n Signature of
Here 5. person &

Date =

Purpose of Form

A parson who is required to file an information return with the
IRS, must obtain your correct taxpayer identification number
(TIM) to report, for example, income paid to you, real estate
transactions, mortgage interest you paid, acquisition or
abandonment of secured property, cancellation of debt, or
contributions you made to an IRA.

.5, person. Use Form W-9 only if you are a U.S. person
{including a resident alien), to provide your correct TIN to the
person requesting it ithe requesten and, when applicable, to:

1. Certify that the TIN you are giving is correct (or you are
waiting for a number to be issued),

2. Certify that you are not subject to backup withholding, or

3. Claim exemption from backup withholding if you are a
U.5. exempt payee.

In 3 above, if applicable, you are also certifying that as a
LS. person, your allocable share of any partnership income
from a U.5. trade or businass is not subject to the
withholding tax on foreign partners’ share of effectively
connected income.

Mote. If a requester gives you a form other than Form W-9 to
requast your TIN, you must use the requester’s form if it is
substantially similar to this Form W-2.

For federal tax purposes, you are consicerad a person if you
are:

® An individual who is a citizen or resident of the United
States,

» A partnership, corporation, company, or association
created or organized in the United States or under the laws
of the United States, or

® Any estate (other than a foreign estate) or trust. See
Requlations sections 301.7701-6(a) and 7ia) for additional
information.

Special rules for partnerships. Partnerships that conduct a
trade or business in the United States are generally required
to pay a withholding tax on any foreign partners” share of
income from such business. Further, in certain cases where a
Form W-9 has not been received, a partnership is required to
presume that a partner is a foreign person, and pay the
withholding tax. Therefore, if you are a U.S. person that is a
partner in a partnership conducting a trade or business in the
United States, provide Form W-9 to the partnership to
establish your LS. status and avoid withholding on your
share of partnership income.

The person who gives Form W-9 to the partnership for
purposas of establishing its U.S. status and avoiding
withholding on its allocable share of net income from the
partnership conducting a trade or business in the United
States is in the following cases:

® The .5, owner of a disregarded entity and not the entity,
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#® The LIS, grantor or other owner of a grantor trust and not
the trust, and

# The LL.S. frust (other than a grantor trust) and not the
beneficiaries of the trust.

Foreign person. If you are a foreign person, do not use
Form W-8, Instead, use the appropriate Form W-8 (see
Publication 515, Withholding of Tax on Monresicent Aliens
and Foreign Entities).

Nonresident alien who becomes a resident alien.
Generally, only a nonresident alien individual may use the
terms of a tax treaty to reduce or eliminate U.S. tax on
certain types of income. However, maost tax treaties contain a
provizsion known as a "saving clause.” Exceptions specified
in the saving clause may permit an exemption from tax to
continue for certain types of income even after the recipient
has othemwise become a U.5S. resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an
exception contained in the saving clause of a tax treaty to
claim an exemption from U.5. tax on certain types of income,
you must attach a statement to Form W-9 that specifies the
following five items:

1. The treaty country. Generally, this must be the same
treaty under which you claimed exemption from tax as a
nonresident alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that
containg the saving clause and its exceptions.

4. The type and amount of income that qualifies for the
exemption from tax.

5. Sufficient facts to justify the exemption from tax under
the terms of the treaty article.

Example. Article 20 of the LU.S.-China income tax treaty
allows an exemption from tax for scholarship income
received by a Chinese student temporarily present in the
United States. Under U.S. law, this student will become a
resiclent alien for tax purposes if his or her stay in the United
States exceeds 5 calendar years. However, paragraph 2 of
the first Protocol to the U.5.-China treaty (dated April 30,
1964) allows the provisions of Article 20 to continue to apply
aven after the Chinese student becomes a resident alien of
the United States. A Chinese student who qualifies for this
exception (under paragraph 2 of the first protocol) and is
relying on this exception to claim an exemption from tax on
his or her scholarship or fellowship income would attach to
Form W-8 a statement that includes the information
described above to support that exemption.

If you are a nonresident alien or a foreign entity not subject
to backup withholding, give the requester the appropriate
completed Form W-8.

What is backup withholding? Persons making certain
payments to you must under certain conditions withhold and
pay to the IRS 28% of such payments (after December 31,
2002). This is called “backup withholding.” Payments that
may be subject to backup withholding include interest,
dividends, broker and barter exchange transactions, rents,
royalties, nonemployee pay, and certain payments from
fishing koat operators. Real estate transactions are not
subject to backup withhalding.

You will not be subject to backup withholding on payments
you receive if you give the requester your correct TIN, make
the proper certifications, and report all your taxable interast
and dividends on your tax return.

Payments you receive will be subject to backup
withholding if:

1. You do not furnish your TIN to the requester,

2. You do not certify your TIN when required (see the Part
Il instructions on page 4 for details),

3. The IRS tells the requester that you furnished an
incorrect TIN,

4. The IRS tells you that you are subject to backup
withholding because you did not report all your interest and
dividends on your tax return (for reportable interest and
dividends only), or

5. You do not certify to the requester that you are not
subject to backup withholding under 4 above (for reportable
interest and dividend accounts openad after 1983 only).

Certain payees and payments are exempt from backup
withholding. See the instructions below and the separate
Instructions for the Requester of Form W-8,

Also see Special nies regarding partnerships on page 1.

Penalties

Failure to furnish TIN. If you fail to furnish your correct TIN
to a requester, vou are subject to a penalty of $50 for 2ach
such failure unless your failure is due to reasonable cause
and not to willful neglect.

Civil penalty for false information with respect to
withholding. If you make a false statement with no
reasonable basis that results in no backup withholding, you
are subject to a $500 penalty.

Criminal penalty for falsifying information. Willfully
falzifying certifications or affirmations may subject vou to
criminal penaftties including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in
violation of federal law, the requester may be subject to civil
and criminal penalties.

Specific Instructions

Name

If you are an individual, you must generally enter the name
shown on your income tax return. However, if you have
changed your last name, for instance, due to marriage
without informing the Social Security Administration of the
name change, enter your first name, the last name shown on
your social security card, and your new last name.

If the account is in joint names, list first, and then circle,
the name of the person or entity whose number you entered
in Part | of the form.

Sole proprietor. Enter your individual name as shown on
your income tax return on the *Name” line. You may enter
your business, trade, or “doing business az (DBA)" name on
the “Business name” line.

Limited hability company (LLC). If you are a single-member
LLC {including a foreign LLC with a domestic owner) that is
disregarded as an entity separate from its owner under
Treasury regulations section 301.7701-3, enter the owner's
name on the “Mame” line. Enter the LLC's name on the
“Business name” line. Check the appropriate box for your
filing status (sole proprietor, corporation, etc.), then check
the box for “Other” and enter “LLC™ in the space provided.

Other entities. Enter your business name as shown on
required federal tax documents on the *Mame” line. This
name should match the name shown on the charter or other
legal document creating the entity. You may enter any
business, trade, or DBA name on the “Business name” line.
Mote. You are requested to check the appropriate box for
your status (individual/sole proprietor, corporation, etc.).

Exempt From Backup Withholding

If you are exempt, enter your name as described above and
check the appropriate box for your status, then check the
“Exempt from backup withholding™ box in the line following
the business name, sign and date the form.
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Generally, individuals {including sole proprietors) are not
exempt from backup withholding. Corporations are exempt
from backup withholding for certain payments, such as
interest and dividends.

Note. If you are exempt from backup withholding, you
should still complete this form to avoid possible erroneous
backup withholding.

Exempt payees. Backup withholding is not required on any
paymeants made to the following payess:

1. An arganization exempt from tax under section 501i(a),
any IRA, or a custodial account under saction 403(b)(7) if the
account satisfies the requirements of section 401 (f(2),

2. The United States or any of its agencies or
instrumentalities,

3. A state, the District of Columbia, a possession of the
United States, or any of their political subdivisions or
instrumentalities,

4. A foreign government or any of its political subdivisions,
agencies, or instrumentalities, or

5. An international organization or any of its agencies or
instrumentalities.

Other payees that may be exempt from backup
withhaolding include:

6. A corporation,

7. A foreign central bank of issue,

8. A dealer in securities or commodities required to register
in the United States, the District of Columbia, or a
possession of the United States,

4. A futures commission merchant registerad with the
Commodity Futures Trading Commission,

10. A real estate investment trust,

11. An entity registered at all times during the tax year
under the Investment Company Act of 1940,

12. A common trust fund operated by a bank under
section S64(a),

13. A financial institution,

14. A middleman known in the investmeant community as a
nomines or custodian, or

15. A frust exempt from tax under section 664 or
described in section 4947,

The chart below shows types of payments that may be
exempt from backup withholding. The chart applies to the
exempt recipients listed above, 1 through 15.

IF the payment is for ... THEN the payment is axempt

for...

Interast and dividend payments All exermnpt recipients excapt

for @

Broker transactions Exernpt recipients 1 through 13.
Also, a person registerad under
the Investment Advizers Act of
1940 who regulady acts as a
broker

Barter exchange transactions
and patronage dividends

Exernpt recipients 1 through 5

Payments over $600 required
to be reported and direct
sales over $5,000 1

Ganerally, s:g:empt racipients
1 through 7

"Bae Form 1092-MISZ, Miacellanecus Incoms, and its instructions.

gHn::n.\v\et\u.r\e:r. the following payrments mads to a corporation {(including groas
procesds paid to an attomey undsr ssction G045, even if the attomey B a
corporation) and reportabls on Form 1082-MISC ars not swampt from
backup withholding: medical and health care peyments, attomsys’ feas; and
payments for ssrvices paid by a federal executive agsney.

Part I. Taxpayer ldentification
Number (TIN)

Enter your TIN in the appropriate box. If you are a resident
alien and you do not have and are not eligible to get an SSN,
your TIN is your IRS individual taxpayer identification number
(ITIM). Enter it in the social security number box. If you do
not have an ITIM, see How to get a TIN below.

If you are a sole proprietor and you have an EIN, you may
enter efther your SSN or EIN. However, the IRS prefers that
you use your SSN.

If you are a single-owner LLC that is disregarded as an
entity separate from its owner (see Umited labiiity company
{LLC) on page 2), enter your SSN (or EIN, if you have one). If
the LLC is a corporation, partnership, etc., enter the entity’s
EIM.

Note. Ses the chart on page 4 for further clarification of
name and TIN combinations.

How to get a TIM. If you do not have a TIN, apply for one
immediately. To apply for an SSM, get Form S5-5,
Application for a Social Security Card, from your local Social
Security Administration office or get this form online at
www.socialsecurity. gov. You may also get this form by
calling 1-800-772-1213. Use Form W-7, Application for IRS
Individual Taxpayer Identification Number, to apply for an
ITIM, or Form 55-4, Application for Employer Identification
Mumber, to apply for an EIN. You can apply for an EIN online
by accessing the IRS website at www.irs.gov/businesses and
clicking on Employer ID Mumbers under Related Topics. You
can get Forms W-7 and 55-4 from the IRS by visiting
www.irs.gov or by calling 1-800-TAX-FORM
(1-800-629-3678).

If you are asked to complete Form W-8 but do not have a
TIM, write *Applied For” in the space for the TIN, sign and
date the form, and give it to the requester. For interest and
dividend payments, and certain payments made with respect
to readily tradable instruments, generally you will have &0
days to get a TIN and give it to the requester before you are
subject to backup withholding on payments. The 60-day rule
does not apply to other types of payments. You will be
subject to backup withhalding on all such payments until you
provide your TIM to the requester.

Note. Writing “Applied For” means that you have already
applied for a TIN or that you intend to apply for one soon.

Caution: A disregarded domestic entity that has a foreign
owner must use the appropriate Form W-8.
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Part Il. Certification

To establish to the withholding agent that you are a U.S.
person, or resident alien, sign Form W-9. You may be
requested to sign by the withholding agent even if items 1, 4,
and 5 below indicate otherwise.

For a joint account, only the person whose TIN is shown in
Part | should sign iwhan required). Exempt recipients, see
Exempt From Backup Withhoiding on page 2.

Signature requirements. Complete the certification as
indicated in 1 through 5 below.

1. Interest, dividend, and barter exchange accounts
opened before 1984 and broker accounts considered
active during 1983. You must give your correct TIN, but you
do not have to sign the certification.

2. Interest, dividend, broker, and barter exchange
accounts opened after 1983 and broker accounts
considered nactive during 1983. You must sign the
certification or backup withholding will apply. If you are
subject to backup withholding and you are merely providing
your correct TIN 1o the requester, you must cross out item 2
in the certification before signing the form.

3. Real estate fransactions. You must sign the
certification. You may cross out item 2 of the certification.

4, Other payments. You must give your correct TIN, but
you do not have to sign the certification unless you have
been notified that you have previously given an incorrect TIN.
“Other payments” include payments made in the course of
the requester's trade or business for rents, royalties, goods
fother than bills for merchandise), medical and health care
sarvices (including payments to corporations), payments to a
nonemployee for services, payments to certain fishing boat
crew members and fishermen, and gross proceads paid to
attorneys (including payments to corporations).

5. Mortgage interest paid by you, acquisition or
abandonment of secured property, cancellation of debt,
qualified tuition program payments (under section 529),
IRA, Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give
your correct TIN, but you do not have to sign the
certification.

What Name and Number To Give the

Requester

For this type of account:

Give name and S5 of:

1. Individual

2. Two or more individuals (joint
account)

3. Custodian accourt of a minor

(Uniform Gift to Minors Act)

4. a. The uzual revocable
savings trust (grantor is
also trustes)

b. So-called trust account
that i= not a legal or valid
trust under state |aw

5. Sole propristorship or
single-cwner LLC

The individual

The actual owner of the account
or, if combined funds, the first
individual on the account !

The minor *

The grantor-trustes

The actual cwner !

The cwner *

For this type of account:

Give name and EIN of:

B. Sole proprietorship or
single-owner LLC

7. A valid trust, estate, or
pension trust

8, Corporate or LLC electing
corporate status on Form
8832

9, Association, club, raligious,
charitable, educational, or
other tax-exempt organization

10. Partnership or multi-member
LLS

11. A broker or registered
nomines

12. Agccount with the Department
of Agriculture in the nams of
a public entity (such as a
state or local govemment,
school district, or prison) that
receives agricultural program
payrments

The cwner *
Legal entity *

The corporation

The organization

The partnership
The broker or nomines

The public entity

*List firat and circls the nama of the parson whoss numbse you fumish. i
anly one person on a joint account has an S5M, that peracon’s numbsr must

be furnishsd.

*Gircle the minor's name and furmish the minor'a SN,

“ou must show your individual name and you may alec enter your business
ar "DBA" nams on the sscond nams lins, You may uss sither your SSN or
EIM {if you have ona). If you ars a sole propristor, IRS encourages you to

Lz yolr S8R,

* Ligt firat and circls the nama of the kegal trust, estats, or pension trust. (Do
nict furmish tha TIN of the personal repressntative or trustes unless the lagal
antity itsslf B not designated in the account title.) Aleo see Special rulss

ragarding partnerships on pags 1.

Mote. If no name is circled whan more than one name is
listed, the number will be considerad to be that of the first

name listed.

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons who must file information returns
with the IRS to report interest, dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or
abandonment of secured property, cancellation of debt, or contributions you made to an IRA, or Archer MSA or HSA. The IRS
uses the numbers for identification purposes and to help verify the accuracy of your tax return. The IRS may also provide this
information to the Department of Justice for civil and criminal litigation, and to cities, states, the District of Columbia, and U.5.
possessions to cary out their tax laws. We may also disclose this information to other countries under a tax treaty, to federal
and state agencies to enforce federal nontax criminal laws, or to federal law enforcement and intelligence agencies to combat

terrorism.

You must provide your TIN whether or not you are required to file a tax return. Payers must generally withhold 268% of taxable
interest, dividend, and certain other payments to a payee who does not give a TIN to a payer. Certain penalties may also apply.



	UNPAID CHECK FUND INSTRUCTIONS
	How to file a claim
	Notarization

